Subject: NOAA Trave Trangmittal 11
Date: April 1, 2002
From: R. J. Dominic

MEMORANDUM FOR: All NOAA Employees

FROM: R. J Dominic
Director, Finance Office/Comptroller

SUBJECT: Travd Tranamitta Number 11

The atached Travel Transmittal Number 11 provides updated information on convenience checks and
debit cards.

On December 28, 2001, the President signed into law S. 1438, National Defense Authorization Act for
Fisca Year 2002. Section 1116 of thislaw authorizes Federd employeesto retain promotiond items,
including frequent flyer miles, earned on officid travel. GSA hasissued interim guidance which is
posted on the NOAA Travel Office web page.

The following information clarifies GSA guidance on upgrades. Y ou may use frequent traveler benefits
to upgrade to premium class accommodations for officid travel anytime. Thereisno specid delegation
and/or gpprova required when you use frequent traveler benefits or pay persondly for an upgrade to
premium class accommodations for officia travel. However, if NOAA is paying for the upgradeto
premium class accommodations, you are il required to meet one of the exceptions listed in the
Federa Travel Regulations, 301-10.123 and 301-10.124, and therefore, a specia delegation and
approval are il required (See NOAA Travel Regulations, 301-2.5(a) - 301-2.5(8)(i)).

The Silver Spring SATO Office will begin closng at 5:00 P.M. Eagtern Standard Time effective April
22, 2002 in order to accommodate peak call volumesin the earlier parts of the day.

Please contact Rachad Wivell or Pat Oliver on (301) 413-3060 if you have any questions.



MEMORANDUM FOR: All Holders of the NOAA Travel Handbook

FROM: R. J Dominic
Director, Finance Office/Comptroller

SUBJECT: Travd Tranamittd Number 11

1. Filing Ingructions for the NOAA Travel Handbook (NTH).
Replacement pages for your NTH are attached as follows:

Remove Insert

Page 301-51-3 through 301-51-4 Page 301-51-3 through 301-51-5
dated January 1, 2002 dated April 1, 2002

Page 302-12-3 Page 302-12-3

dated August 1, 2001 dated April 1, 2002

2. Explanation of Changes. The attached pages update guidance on convenience checks and debit
cards as well as update information on NOAA’s home sale program.

3. Filethis cover memorandum in the front of the NTH. Clarification or assstance regarding travel
policies and/or procedures may be obtained by caling your servicing Adminigrative Support Center
travel office listed below:

WASC - Seattle--------(206) 526-6008
MASC - Boulder-------(303) 497-6199
CASC - Kansas City---(816) 426-7543 x431
EASC - NorfolK-------- (757) 441-6897
NOAA Travel Office--(301) 413-3060

Attachments



NTR Trangmittal 11 April 1, 2002
Attachment

NOAA TRAVEL REGULATION (NTR) CHECKSHEET FOR CHAPTERS 300 and 301

Following isalist of pages currently in effect inthe NTR. This checksheet isto be used to verify the
accurecy of the NTR.

Page Tranamittal # Page Trangamittal # Page Trangamittal #

CHAPTER 300 2-10...ciiieeee e, 10 Part 301-11

3000....ccueeeeeeeereeeeeeene. 10 2-10. 10 11-1, 10
2-12. e 10 121-2.eieeeeeee, 10

Part 300-2 2-13. 10 11-3 e 10

e I 10 2-14...ie e, 10 I 10

22 10 2-15... 10 11-5. s 10

2-3 e 10 2-16...eeiiieieeee e, 10 1 T, 10
2-17 10

Part 300-4 2-18..ee e 10 Part 301-12

4-1..ieeeiees 10 2-19... 10 12-T1ees 10

A2 10 2-20...iieee e, 10 12-2.eeeeeeeee, 10

300-4(a) - 300-4(Q)..(nodate) 2-21.......cceeveerrereennene 10 12-3. e 10
2-22. e, 10

CHAPTER 301 2-23 10 Part 301-51

1101 I D 10 224, 10 51-1oiee e, 10
2-25. e 10 BL-2.eee 10

Part 301-1 51-3.ee e 11

-1, 10 Part 301-10 B1-4....oo 11

12 10 10 10 51-5. e 11
10-2..eiiiiiieieecees 10

Part 301-2 10-3..eeeeeee, 10 Part 301-52

2 10 104 10 B52-1iiii, 10

22 10 10-5..cciiiieeeeee, 10 52-2iiieeeeee e 10

2-3 e 10 10-6...vveeeeieeeees 10

A 10 0 10 Part 301-53

25 10 10-8..veiiieeeeeeiees 10 L3S S I 10

s 10

P 10 Part 301-74

< T 10 T 10

2-9. e 10 T4, 10



NTR Trangmitta 11
Attachment

April 1, 2002

NOAA TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 302 and 306

Page Date

CHAPTER 302

Part 302-1

2-1(2)........ May 99
2-1(2)........ May 99
2-1(3)........ May 99
2-1(4)........ May 99
2-1(5)........ May 99
2-1(6)........ May 99
2-1(7)........ May 99
2-1(8)........ May 99
2-1(9)........ May 99

Part 302-2
2-2(1)........ July 91

Part 302-4
2-4(1).......July 90

Part 302-5
2-5(1)........ December 90

Part 302-6
2-6(1).......July 90

Part 302-7
2-7(1).......July 90

Part 302-8

2-8(2)........ July 90
2-8(2)........ December 90
2-8(3)........ July 90

Page Date
Part 302-9
2-9(1).......July 90
Part 302-10
2-10(1)......May 99
2-10(2).....May 99
2-10(3)......May 99
2-10(4).....May 99
2-10(5)......May 99
2-10(6)......May 99

Page Transmittal#

Part 302-12
12-1.e 9
12-2. 9
12-3. 11
12-4......oe 9
12-5. 9
12-6.ee 9
12-7.ciii 9
12-8...oii 9
12-9. 9
12-10....cciiinen. 9
12-11., 9
12-12......oo 9
12-13.. e 9
CHAPTER 306
306-1 .. 6

Page Trans#
Part 306-1
-1 6
12, 6
Part 306-3
31 6
32, 6
33 6
Part 306-4
4-1............. 6
4-2............. 6
Part 306-5
51 6
52 6
53 6
Part 306-6
6-1...ccoeene 6
62 6
Part 306-7
7-1........... 6
T2, 6
-3 6
T-4............ 6
75 6
T-6.uune...... 6
1T 6
T-8eeeeeennn. 6
7-9...cccne.... 10
7-10.......... 10
7-11.......... 10

Page Trans#
Part 306-7

7-12.......... 10
7-13.......... 10
7-14.......... 10
7-15.......... 10
7-16.......... 10
7-17.......... 10
7-18.......... 10
7-19.......... 10
7-20.......... 10
7-21.......... 10
7-22.......... 10
7-23.......... 10
7-24.......... 10



DOC Travel Handbook November 1, 2000
Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301

Following isalist of pages currently in effect in the DOC Travel Handbook. This checksheet isto be
used to verify the accuracy of the DOC Travel Handbook. NOTE: The DOC Travel Handbook,
Chapter 301, has not been written in the plain language format and currently does not line up correctly
with the Federal and NOAA pagesin this new NOAA Travel Handbook (NTH).

Page  Trangmittal # Page  Trangmittal #

CHAPTER 301

Part 301-1 Part 301-2

(thispart should follow Federal pg 2-2) (thispart should follow Federal pg 10-19)

i 11 2-Loie 8

L2, 11 22, 8

13, 11 2-3 e 8

14, 11

15, 11 Part 301-3

I R 11 (thispart should follow DOC pg 2-3)

L7 e, 16 1 8

18, 16 32, 8

19, 16 33 8

1-10. e, 16 K 8

i I 16 35 8

1-12. e, 16 36, 8

1-13 e, 8 K S 8

114, 8

1-15. e, 8 Part 301-4

1-16..ccciiieciec 8 (this part should follow DOC pg 3-7)

1-27. e, 8 e R 8

1-18.ceeee, 8 B2, 8

1-29. e, 8

1-20.....cocieiieieenn, 8 Part 301-7

1-21.ieeeeene 8 (thispart should follow Federal pg 11-19)

1-22.iieieeeeen, 8 N P 8

1-23.eeceeee, 11 T2, 8

BLANK PAGE L T 8

125, 11 T, 8
T-5iiiiiciieeeeee, 8
76, 8



DOC Travel Handbook November 1, 2000
Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301 (continued)
Page Trangmittal # Page Transmittal #
CHAPTER 301 (continued)
Part 301-8 10-14....eee, 15
(thispart should follow DOC pg 7-6) 10-15...cciieieeeee 15
81, 8 10-16..ccccciieeieece, 15
82 8 10-17.coiieee 15
10-18....ccceeeee, 15
Part 301-5 10-19..cciiieie 15
(thispart should follow Federal pg 12-2) 10-20.....ciiiiieienne 15
S 8 10-21..ieeee 15
52 8 10-22...cciiieieceeie 15
53 8 10-23...ceeeie 15
10-24.....cccveeeenn. 15
Part 301-6 10-25....cceeiee 15
(thispart should follow DOC pg 5-3) 10-26......ccivieeennne 15
(G IR 14 10-27.coieeeeeiee 15
B-2.eeeiee e 14 10-28....ccccccvveeiine 15
10-29.....coiieie 15
Part 301-9 10-30...ccciieiieieieene 15
(thispart should follow DOC pg 6-2) 10-31..cciceeeeee 15
LS 8
Part 301-11
Part 301-10 (thispart should follow Federal pg 52-5)
(thispart should follow Federal pg 51-5) i 8
10-1..eec, 15
10-2.ieeeee 15
10-3..eeec 15
10-4uieeee 15
10-5. e 15
10-6.eeeeeeee 15
10-7. oo, 15
10-8...oveeeee 15
10-9...eec, 15
10-20..c.ciiieeiene 15
10-11..ee, 15
10-12..ieee 15
10-13..ee, 15
10-24..iee 15
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Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301 (continued)

DOC Travel Handbook, Special Transmittal 004, Dated February 25, 2000, was issued
without page numbers. File behind FTR according to Part. Pageswith multiple parts, eg.,
guestions and answer s from Part 301-51 appear on the same page as 301-52, need to be
copied so that each can befiled in their appropriate Part.

Part 301-51
301-51.1 thru 301-51.7

Part 301-52
301-52.17 thru 301-52.23

Part 301-54
301-54.1

Part 301-/70
301-70.700 thru 301-70.707

Part 301-71
301-71.204 thru 301-71.213

Part 301-76
301-76.1 thru 301-76.101
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Attachment
DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 302

Page Tranamittal # Page Trangmittal #
CHAPTER 302 11-16....oeiieeeiecree 8
11-17.cc 8
Part 302-1 11-18....oiiieeee 8
-1, 8 11-19...ieieies 8
12 8 11-20....ciiieerenee 8
1-3 e 8 11-21..eeee 8
Part 302-5 Part 302-12
ot I 9 2 9
B2 e, 9 12-2.ieiieee, 9
53 9 12-3.eee, 9
BLANK PAGE 12-4...eins 9
55 8 12-5.ieee, 9
56 8 12-6...coveeeeceeeen, 9
2 9
Part 302-8 12-8...eiieieeeen, 9
< o I 8 12-9..iiiee, 9
82 8 12-10..ccciicieiiieeen, 9
8-3 e 8 12-11. 9
o 8 12-12...cciieeen, 9
12-13..e 9
Part 302-11 12-14.....nnns 9
I 8 12-15....iiee, 9
11-2.eeece, 8 12-16...cccceieirieenen. 9
11-3eeeee 8 12-27 . 9
114 8 12-18....einns 9
11-5.ieeee 8 12-19....iie 9
L 8 12-20....cccccieicirennen. 9
I 8 12-21.ie 9
S 8 12-22..cccciieicieenen, 9
11-9..eiiiieee 8 12-23..ee, 9
0 O T 8 12-24.......eeennen. 9
11-11.ee 8
11-12.iiiees 8
11-13. e 8
11-14... 8
11-15..eeeee, 8



DOC Travel Handbook
Attachment

November 1, 2000

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 305 and 306

Page Transmittal #

CHAPTER 305

Part 305-1
-1 8
1-2.s 8
1-3e 16
-4 16
Part 305-2
2-1e 8
2-2u, 8
Part 305-3
Lo, 8
32 8
Part 305-4
A-Toiiiiiiiee 8
B2 8
4-3.ooiiii 8
Q4. 8
4-5..iiiiii 8
4B 8
BT 8
4-8..coviii 8
4-O..coviiii 8
4-10.....coiiiiii 8
4-11..oiiiiiee 8
e 8

Page Transmittal #

CHAPTER 306
Part 306-1
-1 8
12 8
1-3 13
BLANK PAGE
15 8
16 8
1-7 8
18 8
1-9. 8
1-10...ciie 8
Part 306-2
2-1 8
2-2uii, 8



NOAA TRAVEL REGULATION
Chapter 301-Trave Allowances 301-51.1(b)

PART 301-51-PAYING TRAVEL EXPENSES

Subpart A-General

Sec.

301-51.1(a) What isthe preferred method to procure common carrier transportation?

301-51.1(b) How do | pay charges associated with converting foreign currency at an embassy
abroad?

301-51.2(d) What classes of employees are exempt from the mandatory use of the
Citibank Government travel card?

301-51.3(8) Who hasthe authority to request exemptions from the mandatory use of the Citibank
Government travel card?

301-51.5 How may | pay for officid travel expensesif | recaive an exemption from the use of the
Citibank Government travel card?

301-51.8 How does the NOAA office obtain travel advances?

301-51.9 Who do | contact to apply for a Citibank Government travel card?

301-51.1(a) What isthe preferred method to procure common carrier transportation?

The preferred method to procure common carrier trangportation is a centraly-

billed account at a Travel Management Center (TMC). In emergency Stuations when
the Citibank Government travel card is used to procure common carrier transportation,
you must follow the requirements of Federal Travel Regulation (FTR), 301-
10.106(a) - (c). In order to receive full rembursement, employees are required to
annotate the complete account number on the

passenger receipt when using the individud Government Citibank travel card to
purchase e-tickets.

301-51.1(b) How do| pay chargesassociated with converting foreign currency at an
embassy abroad?

Y ou are required to use your Government Citibank travel card to pay charges for
converting foreign currency at an embassy abroad.

NTR 1999 Edition-Transmittal 10
Effective: January 1, 2002 51-1



NOAA TRAVEL REGULATION
Chapter 301-Trave Allowances 301-51.3(a)

301-51.2(a)

301-51.3(a)

What classes of employees are exempt from the mandatory use of
the Citibank Government travel card?

In addition to the classes of employees exempted in the FTR, and in the Department of
Commerce (DOC) Travel Handbook from the mandatory use of

the travel charge card, NOAA exempts employees who have a disability that would
ether limit or prevent them from using a Government Citibank travel

card.

Memoranda of request for exemptions from the mandatory use of the Citibank
Government travel card for employees with a disability:

1) must be subgtantiated in writing by a competent medica authority;

2) mugt be sgned by the Assstant Adminigrator, Line Office or Director, Staff Office;
and

3) will be reviewed for approva on a case-by-case basis by the Director,

Finance Office/Comptroller.

Who hasthe authority to request exemptions from the mandatory use of the
Citibank Government travel card?

Memoranda of request for exemptions from the mandatory use of the Citibank
Government travel card must be signed by the Line Office Chief Financid

Officer (CFO)/Management and Budget Chief, or Staff Office Director, and be
submitted thru the Director, Finance Office/Comptroller, to the NOAA CFO.

The NOAA CFO will forward requests to the DOC Chief Financia Officer and
Assgant Secretary for Adminigration for gpprova. DOC must report al exemptions
to Genera Services Adminidtration (GSA).

NTR 1999 Edition-Transmittal 10
Effective: January 1, 2002 51-2



NOAA TRAVEL REGULATION
Chapter 301-Trave Allowances 301-51.5(b)

301-51.5

How may | pay for official travel expensesif | recelve an exemption from
the use of the Citibank Government travel card?

When you receive an exemption from the use of the Government Citibank travel card,
you are still expected to procure common carrier transportation on the centrally-billed
account within a TMC, and use one of the following methods to pay dl other officiad

travel expenses.

(@ Persond fundswill be used to pay for officid travel expensesfor:
- Employees who travel once ayear;

- Employees whose travel cards have been canceled because of
delinquency or use for non-officia purposes; or

- Intermittent, seasond, or temporary employees who have limited
appointments.
NOTE: Travel advanceswill not be authorized for employees mentioned in
301-51.5(a).

(b) Travel advances are authorized to pay for officia travel expensesfor:

- Individuals who possess a U.S. bank account traveling on invitationd
travel. Invitationd travelerswho are entitled to receive travel advances

are limited to 80% of the estimated cash expenses of the travel authorization.
Users of Travel Manager will refer to the totd advance amount in Block 6 of
the Travel Manager authorization default form; or

- Employees with disabilities who were granted an exemption, and new
gppointees who have to travel with less than 72-hours notice and have not
had an opportunity to obtain a Citibank Government travel card. A travel
advance form and memoranda of request should be faxed to the Chief, Trave
and Purchases Branch, Finance Office, or the Chief, Financial Management
Divison, of your servicing finance office. In addition, the origind trave
advance form should be mailed to the servicing finance office for proper
documentation.

NOTE: Under emergency circumstances, Citibank Gover nment travel
cards can be obtained within 72 hoursfor NOAA employees.

NTR 1999 Edition-Transmittal 11
Effective: April 1, 2002 51-3



NOAA TRAVEL REGULATION
Chapter 301-Trave Allowances 301-51.8(c)

(c) Convenience checks or dehit cards are advances which can be used to pay
for officid travel expensesfor:

- Internationd invitationd travelers (1I'T) who are foreign citizens

traveling on behaf of NOAA and who do not possessa U.S. bank

account. 11Ts may use convenience checks or debit cards to purchase lodging
and any miscellaneous expense deemed necessary. Debit cards

can be used to withdraw cash from ATMSs.

301-51.8 How doesthe NOAA office obtain travel advances?
The NOAA office can obtain atravel advance one of the following ways.

(& Trave Advance: The NOAA office will submit atravel advance

form and atravel authorization to the servicing finance office. Thetrave
advance will be deposited directly to the traveler's bank account within 2 - 3
days (notify your servicing finance office for direct depost set-up).

(b) Convenience Check: The officeinviting the [I'T will submit atrave
advance form and atravel authorization to an imprest fund cashier who can
issue a convenience check. Contact your servicing finance office for the
location of an imprest fund cashier who can issue convenience checks. The
imprest fund cashier will Sgn the Travel Advance (to indicate payment), note
that the advance was paid by convenience check, attach it to the Travel
Authorization and forward both documents to the servicing finance office.

(c) Debit Card: The officeinviting the IIT will predetermine travel costs and
prepare atravel authorization and voucher at the sametime. The origind
sgned travel authorization and voucher will be submitted to Accounting
Operaions Divison (AOD) or the WASC Financid Management Divison at
least 1 week prior to the start of travel.

Expenses on the travel voucher can be estimated from the expenses
authorized on the travel authorization. In addition to these expenses, the travel
voucher should include an additiona $15.00 to cover transaction fees which
will be deducted directly from the debit card balance when it is used by the
traveler for ATM cash withdrawas, baance inquiries, point of sde
transactions, and long distance calls.

NTR 1999 Edition-Transmittal 11
Effective: April 1, 2002 51-4



NOAA TRAVEL REGULATION
Chapter 301-Trave Allowances 301-51.9

301-51.9

The AOD and WASC will load the funds, as requested on the travel
authorization and voucher, onto the debit card and provide it to the Line/Staff
Office point of contact. The Ling/Staff Office point of contact will then
provide the debit card to the traveler. AOD and WASC will monitor the use
of the card and the dates on the travel voucher in order to deectivate the card
upon completion of travel. At the completion of travel, AOD and WASC will
use the travel voucher to schedule payment to the Department of Treasury
contractor which provides the debit cards and the system for issuing and
maintaining them. The Line/Staff Office will be charged a the completion of
trave for the funds which were actualy used by the traveler, not the amount
which was loaded on the debit card. AOD and WASC will adjust the travel
voucher to show the amount actudly spent and provide a copy to the
Line/Staff Office.

If the Lineg/Staff Office determines that the travel will be extended, they should
contact AOD or WASC to ensure the debit card is not deactivated on the
travel voucher end date. If the Line/Staff Office determines that

the traveler will need more funds than origindly loaded on the debit card, they
should send areclam voucher to AOD or WASC to ensure that additiond
funds are loaded.

Contact either Linda Mervicker on (301) 427-3057, x111 or Shirley Hanna
on (301) 427-3056, x159 of the Accounting Operations Divison, or Merna
Grantham on (206) 526-4426, or Colleen Lee on (206) 526-6203 of the
WASC Financid Management Divison to obtain debit cards.

Who do | contact to apply for a Citibank Government travel card?

(@ All Line and Staff Offices, other than NMFS and NWS, will cal Jocelyn Griffin for
applications, maintenance, and increases, and Ruth Wagerman for ddlinquencies on
(301) 413-3060, fax (301) 413-3066,

(b) NMFS employees will cal Marlena Bowman on (301) 713-1364 x148,

fax (301) 713-1441, and

(©) NWS employees will cal Beth Downs on (301) 713-1698 x167,

fax (301) 713-0662.

NTR 1999 Edition-Transmittal 11
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NOAA TRAVEL REGULATION
Chapter 302—Relocation Allowances 302-12.3(c)

Home Sale Program

302-12.3(c) What isthe voucherless home sale process?

1) The voucherless home sde process begins with marketing assstance on day one of
the listing agreement and concludes with closing of the sde of the home.

2) The contractor will make the transferee an offer if abona fide buyer is not found
within 90 days.

3) Trandferees may choose their own redl estate agent or choose from alist of agents
provided by the contractor. With ether option, the contractor will work with the
transferee and real estate agent as directed by the transferee.

4) The voucherless home sde program includes the:

Buyer Value Option (BVO): BVO begins on the first day of the trandferee's
listing agreement through day 60 of the agreement. Once a bona fide buyer is
found, the contractor will buy the transferee’ s home at the sdle price agreed
upon between the buyer and the transferee. The contractor will then sdll the
home to the buyer. The transferee does not submit atravel voucher sncedl
closing cogts areincluded in theinvoice to NOAA from the contractor. The
contractor billsNOAA a 10.99% of the value of the home.

Amended Sale: Amended sde usudly follows BVO and begins when
gppraisas are ordered by the contractor (usualy at day 60) and a bonafide
buyer isfound. Amended sdle follows the same processas BVO. The
transferee does not submit atravel voucher since al closing costs are included
in the invoice to NOAA from the contractor. Under amended sdle, the
contractor bills NOAA at 12.85% of the value of the home which includes the
costs of the gppraisals.

Appraised Sale: Appraised sale begins on day 90 if a bona fide buyer

isnot found. The contractor will make the transferee an offer based on
gppraisals. The transferee has 60 days to accept or reject the contractor’s
offer. If the transferee accepts the offer, the contractor will buy the home from
the transferee and bill NOAA at 21.85% of the appraised value of the home.
The transferee does not submit atravel voucher since al closing costs are
included in the invoice to NOAA from the contractor. If the transferee
decides to not take advantage of the BV O program, they will market their
home on their own for at least 60 days before they are enrolled in the
appraised value program.

5) The fees paid to the contractor for these programs are subject to annual adjustment.

NTR-Transmittal 11
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